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THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

| NTRODUCTI ON

0001. PURPCSE. This Manual is pronulgated to provide
informati on and direction concerning the requirenents for using
U S. Marine Corps official mail.

0002. STATUS

1. Requirenents in this Manual are binding on all Headquarters
staff agencies and field comuands.

2. Any deviation frominstructions contained in this Mnual
must be authorized by the Comandant of the Marine Corps (Code
VHP- 50) .

0003. SCOPE. This Manual contains instructions for the
handling of official U S. Marine Corps nail, and additional
gui dance for unit mailroom operations.

0004. RESPONSIBILITY. The currency, accuracy, and

nmodi fication of this Manual are the responsibility of the
Commandant of the Marine Corps (Code MHP-50). Headquarters staff
agencies and field conmanders are responsible for tinely entry
of changes and physical naintenance of their copies of this
Manual .

0005. ALLOMNCES

1. Requests for changes in the authorized all owances of this
Manual will be forwarded to the Conmandant of the Marine Corps
(Code HQSP-2). This request will be subnmitted in accordance
with instructions contained in the current edition of MCO
P5600. 31, Marine Corps Publication and Printing Regul ati ons.

2. Mssing pages will be obtained by requisitioning the basic
Manual and/or pertinent change(s) in accordance with the
current edition of MCO P5600. 31.

0006. ORGANI ZATI ON

1. This Manual is organized in chapters using Arabic nunbers,
whi ch are sequentially listed in the overall contents page.

2. Paragraph nunbering is based on four digits. The first

i ndicates the chapter; the next three, the general paragraph;
and the conbi nati ons which follow the decinal point, the
appropriate paragraph; e.g., 4002.2a refers to chapter 4,

par agr aph 002, subparagraph 2a.

3. Pages are nunbered in separate series by chapter, with the
chapt er nunber precedi ng each nunber; e.g., the fourth page of
chapter 2 is shown as 2-4.

0007. CHANGES. Changes will be nmade to this Manual in
accordance with instructions contained in this Manual. Such
changes will be nunbered consecutively, and entered accordingly
on the Record of Changes page provided for that purpose.

Vv
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THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

CHAPTER 1

OFFI Cl AL MAI L

1000. DEFINITION OF OFFIC AL MAIL. Oficial mail is any
letter, publication, or parcel relating exclusively to the
busi ness of the U S. Governnent, which is nmiled using
official postage. Only those items that are mail abl e under

postal laws may be sent as official mail. By law (39 U S.C
3202), only officials of the U S. Government are authorized to
send itenms through the postal systemas official mail. The

penalty for msuse of official mail is $300 (18 U S.C 1719).

1001. USE OF OFFICIAL NAIL

1. Authorized Use of Oficial Mail. Al US. Mrine Corps
activities are authorized to use official mail. These
activities include, but are not limted to, the follow ng:

a. Headquarters, U.S. Marine Corps and subordinate
conmands.

b. Marine Corps Reserve activities.

c. Mrale, welfare, and recreation (MAR) activities for business related directly

to the execution of their mssion. However, material related directly to buying or selling
nonappropriated fund (NAF) nerchandi se and services may not be sent as official mail.
Commandi ng officers may use official mail to advertise available MAR prograns and servi ces when
the information is part of a consolidated MAR i nformati on package. MAR informati on packages are
defined as information pertaining to any of the follow ng eight categories of MAR activities and
associ ated nonappropriated fund instrunentalities (NAFI):

Cat egory Exanpl es
| Exchanges Retail stores, service stations
I O her Resale Consol i dat ed package stores
111 Mlitary Recreation Intranmural sports,bowing alleys, theaters
IV Cvilian Recreation Cvilian recreation associations
\Y, Open Messes Oficer clubs, Staff Noncomm ssioned O ficer
cl ubs
Vi O her Menber ship Aero clubs, rod and gun cl ubs
Vi Conmon Support NAFI's Conmand cl ub system of fices
VI Suppl enental M ssion NAFI's Chaplain funds, billeting funds

* d. Key Volunteer Network. Newsletters directly related to famly and unit
readi ness as authorized by conmandi ng of ficers.

* e. Nonappropriated fund instrunmentalities may use official mail only for official
adm ni strative (managerial) nailings related exclusively to the business of the U S. Governnent.

* f. Oficial mail nay be used for the mandatory distribution of authorized Marine
Cor ps newspapers and civilian enterprise newspapers (e.g., |local base newspapers). O ficial
mail may be used to mail individual copies of authorized Marine Corps newspapers to higher
headquarters in the chain of command, in bulk to subordinate units for distribution to nenbers
of the units, or to pronote the overall command Public Affairs Program Milings of authorized
Mari ne Corps newspapers or conmercial enterprise newspapers will be at the third-class bulk rate

if they qualify, or as third-class or fourth-class mail, depending on the weight. The U S.
Postal Service (USPS) should be used only to transnmit these publications to |ocations away from
the Marine Corps activity. Local (onsite) distribution will not be made using the postal
system
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1001 THE MARI NE CORPS OFFI Cl AL MAI L PROGRAM

g. Printer-mailer contractors or vendors nmailing Marine Corps recruiting publicity and
advertising materials nmay use pernmt inprints for nass mmilings only when the USPS nuailing

requi renents are nmet. Contractors may be allowed to use official mail postage neters licensed to
and under Marine Corps control at the discretion of the Conmandant of the Marine Corps (Code MHP-
50), when circunstances warrant. Wien USPS mailing requirenments for permt inprint mail cannot
be net, or when the use of postage neters is not practical, contractors shall prepay postage
costs and be reinbursed by including the cost of the nailing as a separate itemon their invoice.

2. Unauthorized Use of Official Mail. U 'S. Marine Corps official mail will not be used for the
fol | owi ng:

a. For private use.

b. Correspondence that is not exclusively U S. Marine Corps business.

c. Correspondence from NAFI on the buying or selling of NAF nerchandi se or services; routing
correspondence with comrerci al sources of products; routine bills to nenbers of open nmesses and
ot her nenbershi p associ ations; and advertisements for individual NAF or MAR activities (vice the
categories of MAR activities defined in paragraph 1001. 1c above).

d. Geeting cards, Christmas cards, retirenent announcenments, job resumes, and invitations to
social functions (except functions authorized and funded fromofficial representation funds in
accordance with SECNAVI NST 7042. 7F of 15 Jan 1981).

e. By retired nenbers of the U.S. Marine Corps, unless acting in an official capacity.

f. Nonmmilable itens (obtain list of nonnailable itens fromlocal civilian or mlitary post
of fice).

g. Matter mailed at a civilian post office in a foreign country. Postage nust be in stanmps of
that country.

h. Parcels tendered for nmovement by a Governnent Bill of Lading (GBL) in connection with
comrercial freight carriers or in the mlitary transportation channels.

i. By concessionaires and their enpl oyees.

j. For the mailing of official material (e.g., daily, weekly or housing bulletins) that contains
unof ficial information.

k. For the mailing of dependent school year books and other unofficial itenms such as
announcenent cards, thank you cards, class rings, etc.

I. For mail not bearing a conplete and proper return address.
m For mailing of authorized Marine Corps newspapers to individual subscribers.

n. For mailing of military crui se books or other related itens whose printing is paid for by the
i ndi vi dual or nonappropriated funds.

3. Return Address. All official mail, except Business Reply Miil, nust contain a conplete
return address of the mailing activity in the upper left corner of the envelope/label. The title
of the individual (e.g., Commanding O ficer, Postal Oficer) is to be used instead of the name.
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THE MARI NE CORPS OFFI Cl AL MAI L PROGRAM 1002

4. Msuse of Oficial Mail. The inmproper use of any official mail shall be
reported to the Comrandant of the Marine Corps (Code MHP-50).

1002. ACCOUNTI NG FOR POSTAGE EXPENDI TURES

1. The Marine Corps Official Mail Programis based on a positive
accountability system for postage costs. Positive accountability reduces dependence
on the U S. Postal Service' s Revenue, Pieces and Wights (RPW sanpling system
Positive accountability al so provides cost data, down to the activity level, that is
used to eval uate postal costs.

2. The Marine Corps goal is 100 percent positive accountability for all
official mail. USPS charges for Marine Corps official mail are deternined by any of
the foll owi ng nethods:

a. Oficial Postage Meters. Postage neters inprint the postage on each
piece of letter mail or print a gumed tape to be placed on parcels. The neters keep
a running total of postage expended and postage available for use. Paragraph 5001
refers.

b. Express Muil Account Number. An individual control nunmber upon
whi ch postage for official express mail shipnents may be charged. Paragraph 2006
refers.

c. Pernmit Inprints. The use of permt inmprint on the mailing piece

elimnates the need to meter each piece of mail. Permit inprint nail is used for large
volume mailouts (generally greater than 200 per mmiling), of uniformsize and weight.
Permit inmprints can be used for alnmst any class of mail. Paragraph 5007 refers.

d. Third-Cass Bulk Rate Permt. The regular bulk third-class rates
nmay be applied to nmailings of qualifying pieces separately addressed to different
addresses in quantities of not |ess than 200 pieces or 50 pounds. Paragraph 2004. 2b
refers.

e. Business Reply Mail (BRM. BRMis to be used for all occasions when
mail is to be returned for reply purposes. The post office charges first-class
postage only when the letter/card is returned to the sender. Paragraph 2008 refers.

f. Special Postage Agreenents. The USPS will enter into special
agreenments, such as conmputerized postage, for high volume mailers with unique
aut omat ed equi prent. The | ocal USPS Customer Service Representative should be
contacted for assistance.

g. Postage and Fees Paid Indicia. Al Mrine Corps activities not
equi pped to nmeter mail will continue to utilize the "Postage and Fees Pai d, Departnment
of the Navy, DOD-317" indicia on all official mail. The indicia information, along
with the eagle synbol and facing identification markings (FIM are placed in the
upper right corner. Wen the indicia is used, "Oficial Business, Penalty for Private
Use $300" must appear in the upper left corner directly underneath the return address.
Section 137.242 of the Donestic Mail Manual (DMV) refers. Charges for mail sent using

the indicia are based on the USPS sanmpling systemfor estimating mail costs. Mil is
sanmpl ed by USPS personnel, and a formula is then applied to derive the estinated
charges for official mail. The RPWsystemis subject to statistical error and is

projected to be elimnated entirely in the future. No contractor or vendor nay use
the indicia for whatever reason.
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1003 THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

1003. REI MBURSEMENT FOR OFFICIAL MAIL. Headquarters, U.S.
Marine Corps currently pays the USPS for all official mail costs.
USPS post offices forward records of postage neter settings,
permit mailings, BRM mailings, and other docunments to the USPS
Headquarters for consolidation and billing to the Marine Corps.
No paynents for official mail costs, including postage neter
|icenses or pernmits, are made by individual activities.
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CHAPTER 2

MAI L CLASSES AND SERVI CES
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THE MARI NE CORPS OFFI Cl AL MAI L PROGRAM
CHAPTER 2
MAI L CLASSES AND SERVI CES

2000. GENERAL. Donestic mail consists of four classes. The
determ nation to which class each piece of official mai

bel ongs is made according to the type of itembeing sent, the
wei ght of the item and the need to use special nail services.
To preclude the necessity for judgenental decisions by USPS
enpl oyees and to assure the desired service is provided, al
official mail users should endorse oversized letters (flats)
and small parcels as "FIRST-CLASS", "THH RD- CLASS', "PARCEL
POST", or "PRIORITY", as appropriate

2001. FIRST-CLASS MAI L

1. GCeneral. Al first-class mail receives expeditious

handl ing and transportation. The USPS has established uniform
guidelines for distribution and delivery of mail. First-class
mail is regularly sent by air

2. Specific. Al official mail weighing |l ess than 12 ounces
is treated as first-class mail, unless endorsed differently.
Itens such as post cards, natter wholly or partially
handwitten or typewitten (including identical copies prepared
by automatic typewiter and nmanifold or carbon copies), nmatter
cl osed agai nst postal inspection, matter having the character
of personal correspondence, bills, and statenents of account
must be sent as first-class mail. Matter produced by conmputer,
unl ess having the character of actual and persona
correspondence, is not required to be sent as first-class mail

3. Physical Linmtations. Each piece of first-class mail may
not wei gh nore than 70 pounds, nor have a conbi ned | ength and
girth exceeding 108 inches. See paragraph 4002 for size

st andar ds.

2002. PRIORITY MAIL. Priority mail is all first-class mai
wei ghi ng nore than 12 ounces, and other mail which requires
expeditious handling and transportation, with a maxi mum wei ght
of 70 pounds. The word "PRIORITY" nust be placed promnently
on each piece of mail.

2003. SECOND- CLASS MAI L

1. GCeneral. Second-class mail is those newspapers and
peri odi cal publications which nmeet the foll ow ng
requi renents:

a. |Issued at a regular, stated frequency of no |less than
four issues per year.

b. Issued and mailed at a known office of publication
where business is transmtted and circul ation records are
mai nt ai ned.

2. Qualification. Oficial publications are authorized to be
mai | ed under second-class mail only if an authorized permt
application has been granted (section 440 of the DW.

Aut horization will be based in neeting the general requirenents
above and the specific requirements for controlled
publications. Controlled circulation publications are:

a. Publications that are circulated either free or to
subscri bers.

b. Publications in which each issue contains at |east 24
pages, and not nore than 75 percent adverti sing.
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2004THE MARI NE CORPS OFFI Cl AL MAI L PROGRAM
c. Miilers of controlled circulation publications nust maintain a legitimte |ist
of persons who request the publication, and have 50 percent or nore of the copies distributed to
persons neki ng such a request.

2004. TH RD- CLASS NAI L

1. General. Third-class nmail consists of matter which is not nailed or required to
be nailed as first-class nmail, not eligible for second-class nmail, and weighs | ess than 16
ounces. All third-class nail should be endorsed "TH RD- CLASS".

2. Categories. Two third-class rate categories are avail abl e:

a. Single Piece Rate. The single piece rate is applied to each piece according
toits weight. No presort or special preparation is required.

b. Reqular Bulk Rate. The regular bulk third-class rate nay be applied to
mai | ings of third-class mail separately addressed to different addresses in quantities of not
| ess than 200 pieces or 50 pounds. However, bulk rate is not available for nail sent from
overseas |ocations. The address side of each piece, its envel ope or wapper must be plainly
mar ked " THI RD- CLASS BULK RATE", preferably in the position where postage would normally be
pl aced. Third-class bulk rate mail nust be presented for nailing at a post office, and nust be
acconpani ed by a conpleted PS Form 3602. Figure 5-2 provides the format for the third-cl ass
bulk rate inprint.

2005. FOURTH CLASS MAI L

1. GCeneral. Fourth-class mail consists of nailable matter not nmiled or required to
be nailed at first-class, weighing 16 ounces or nore and not entered as second-cl ass nuail.
Maxi mum wei ght is 70 pounds.

2. Categories. Four fourth-class rate categories are available for official mail:
a. Single Piece Zone Rate (Parcel Post). All items neeting the fourth-class

definition may be mailed at this rate. No endorsement is required; however, a "PARCEL PCST"
endorsement is recomended.

b. Bulk Zone Rates (Parcel Post). Miilings of 300 or nore pieces of fourth-class
mai | of identical weight sent to a single zone may be nailed at this rate.

c. Special Fourth-C ass (Book Rate). To qualify for a special fourth-class rate,
an itemmust contain at |east 24 pages, at |east 22 of which are printed, and consist wholly of
reading matter with some incidental blank spaces for notations. It may not contain advertising
except incidental announcenents of books. Itens such as films and sound recordings may al so be
sent at this rate. Pieces nust be endorsed "SPECI AL FOURTH CLASS RATE".

d. Bound Printed Matter. Bound printed matter is fourth-class matter that weighs
1 pound or nore, but |less than 10 pounds. Only the follow ng specifically described materi al
may be mailed at the bound printed matter rates.

(1) Matter that consists of advertising, pronotional, directory or editorial
material, or any conbination of these.

(2) Matter that is securely bound by permanent fastenings such as staples,

spiral binding, glue, stitching, etc. Looseleaf binders and similar fastenings are not
consi dered permanent.
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2007 THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

c. The Marine Corps Reserve Support Center will contro
authority for its needs, for all Reserve augnmentation units, and for all prior
service procurement offices.

d. Marine Corps districts will control authority for
subordinate recruiting stations, officer selection offices, etc.

e. The Administrative Resources Branch (CMC (Code HQSR)) will
control authority for HQVC sections.

f. The Commandant of the Marine Corps (Code MHP-50) will
control funding for other Marine Corps activities (e.g. Marine barracks) that
are not covered in paragraphs 2006. 3a t hrough 3e, above. These activities may
submit a witten request to the Commandant of the Marine Corps (Code MHP-50)
for a set authority anmount, or may tel ephonically request authorization as
needed on a case-by-case basis. The Postal Affairs Branch (CMC (Code MHP-50))
may be reached by AUTOVON 224-8436/8119 or commercial (202) 694-8436/8119.

2007. PRESORT MAIL SERVICES. Presort mmil is available for first-,
third-and fourth-class mailings. Generally, a discount is applied to the
postal rate charged when certain presort requirenents are net. Presort
requi renents, based upon ZI P Code sequences, are defined in the DMM or are
available fromall civilian and military post offices. Paragraph 4001.3
refers.

2008. BUSINESS REPLY MAIL (BRM

1. The Federal Register of 11 Septenber 1979 (Vol. 44, No. 177)
published a final ruling which requires all Federal CGovernnment departnents and
agencies to use business reply mail, netered reply mail, or stanped self-
addressed envel opes, cards and mailing | abels for official business reply
purposes. This rule becanme effective 1 Septenber 1980. Furnishing nmetered
reply mail or stanped self-addressed return nmail for reply purposes is not
practical for the Marine Corps in npobst cases, since postage is charged whet her
or not the itemis returned. Therefore, BRMfornmats will be used. Figure 2-1
refers.

2. "Postage and Fees Pai d" indicia envel opes and cards are not
authorized to be used as reply nail. Wenever a return response is desired, a
busi ness reply envel ope or card will be used. The address of the activity to
whom the information is being returned should be printed, typewitten, or
handst anped directly on the envel ope/card, or a printed gunmed | abel may be
affixed in the address area.

3. The follow ng guidance on business reply formats is provided:

a. The "Business Reply Mail" format is for use on letter-size
envel opes, self-mailers, and cards that exceed the naxi num postcard size.

b. The "Business Reply Card" format is for use on all cards
that are post card size.

c. The "Business Reply Label"” format will not be used as | abels
to return any matter without witten authorization fromthe Conmandant of the
Mari ne Corps (Code MHP-50).

4. "PERM T NO. 12495 WASHINGTON, D.C." is to be printed on al
official U S. Marine Corps business reply mail. Likew se, "POSTAGE WLL BE
PAID BY U. S. MARINE CORPS' must be placed directly under the permt
i nformati on.
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5. Blank (w thout address) business reply envel opes and

busi ness reply cards are avail abl e through normal supply
channel s. The envel ope has been assi gned NAVMC 11136 (9-38),
SN: 0000- 00- 006- 9020; the card has been assi gned NAVMC 11122
(1-83), SN: 0000-00-006-8780. These forns are to be used only
for replies being returned to the coomand. Only an officia
Marine Corps address is to be placed in the address portion of
t he envel ope/ card.

6. Commands requiring | arge nunbers of BRM envel opes/ cards nay
desire to procure themthrough local printing outlets, using

l ocal funds. The command s address will be printed on each
envel ope, using the neasurenents shown in Figure 2-1

2009. | NTERNATIONAL MAIL. All official mail addressed to
foreign civil addresses (non-APQ FPO addresses), is considered
to be international mail. International mail may only be sent
to those countries with whomthe USPS has established service
agreenents. The civilian or mlitary post office can provide
informati on on applicable service restrictions.

2010. STATE DEPARTMENT POUCH. A diplomatic pouch systemis
avail abl e through the State Departnent for the sending of
official nmail to certain international (non-APQ FPO) addresses.
The Standard Naval Distribution List, Part 1 (OPNAVI NST
PO91B-107) provides special mailing and handling instructions
for using this service.

2011. MLITARY ORDI NARY MAIL (MOM

1. MOMis a special nmilitary airlift service only for ordinary
mai |l official mail being sent to, from or between APQ FPO

addresses. It is not available on mail sent between
Continental U S. (CONUS), Alaska, or Hawaii addresses. MOM
service neans that mail is provided surface transportation (by

USPS) within the U S. to the gateway (i.e., Seattle, San

Franci sco, New York, or Mam), but is flown fromthat point to
the appropriate overseas mail center. The advantage of MOM
service is that it provides "airmail" service fromthe gateway,
but is charged at second-, third- or fourth-class postage rates.

2. MM service will be utilized for parcels, directives, and
periodicals that have a required due date and are addressed to
APQ FPO addresses. This service is not authorized for
directives and periodicals whose contents are only informative
in nature, or for any parcels not having a required due date.

3. The endorsenment "MOM', in bold-print letters, will be placed
on the address side of the item

2012. PARCEL AIR LIFT (PAL) AND SPACE AVAI LABLE MAIL (SAM
These services are not authorized for official nailings.
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OFFICIAL BUSINESS

PENALTY FOR PRIVATE USE, $300
CInv 20ne within

USPS supplled FiM patiemns (A-8-C) X
are 54 inch long and shouild not be dotted
reduced or enlarged in size.

BUSINESS REPLY CARD

FIRST CLASS PERMIT NO. 12485 WASH,, D.C.

Ban mcy exiend 18 inch
below clear zone.
Dimensions in inches

POSTAGE WILL PAID BY U.S. MARINE CORPS

U.S. GOVERNMENT AGENCY
ATTN: FINANCE DEPT.
FEDERAL BUILDING
ANYTOWN, USA 00000

-

NO POSTAGE
NECESSARY
IF MAILED

IN THE
UNITED STATES

38"

e i '
AT LEAST 1”

Business Reply MAIL (Envelope)

37/8" x 8 7/8" Open Side Gummed Envelope
for enclosure within a 4 1/8” x 9 1/2" standard
correspondence envelope.

Business Reply CARD

must be no smaller than 3 1/2" x 5" nor larger
than 4 1/4” x 6", and must be rectangular in
shape and at least 0.007" thick.

Note: lllustration not actual size.

Figure 2-1.--Sanple Format for Business Repl

y Mail
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CHAPTER 3
SPECI AL POSTAL SERVI CES

3000. GENERAL. The use of special postal services is linmted
to instances required by | aw, Departnent of Defense (DoD)
instructions, Marine Corps directives, this Manual, or when
authorized in witing by the Commandant of the Marine Corps
(Code MHP-50). Extra fees are charged for these special posta
services. Special postal services authorized for Marine Corps
use consist of registered, certified, and insured mail; return
receipts; restricted delivery; and certificates of mailing.

3001. REG STERED MAI L

1. Registered mail provides added protection for mail, plus
evidence of mailing and delivery. Al nmail to be registered
nust be sent as first-class or priority mail. Registry
procedures are described in section 911 of the DM O fi ci al
mail is registered solely to ensure "safe delivery." Since the
U S. Government is self-insured, indemity is not provided.
Therefore, the only registration fee to be charged under the
Marine Corps Oficial Mail Programis the | east expensive
postal registration fee available w thout postal insurance.

2. Registered mail is costly, and is the slowest form of
first-class mail since it establishes a "chain of receipts”
within the postal system In addition, registered officia

mai | addressed overseas can only be transported on U S
commercial or mlitary flights, which greatly reduces the
nunber of flights available since nuch first-class nmail is
currently transported overseas using foreign carriers.
3. Registration is authorized for official, mssion essentia
mai | requiring the highest degree of security. Exanples of
this type of mail include:
a. Any currency and vouchers, or other high-value itens.
b. Mil abl e shi pnents of governnent-owned firearns.

c. Calibration equipnment, and sensitive, controll ed,
pilferable, or irreplaceable naterial

d. Narcotics for use by authorized governnent agencies.

e. Mterial required to be sent as registered nail by |aw,
DoD instruction, Federal directives, or USMC directive

3002. CERTIFIED MAI L

1. Certified mail is restricted for use within the donestic
postal system and provi des evidence of mailing and a record of
delivery. It may be used only for first-class or priority mai
having no intrinsic value. It does not provide a chain of
receipts while intransit since it is dispatched, handl ed, and
treated intransit as first-class mail.

2. Exanples of authorized uses of certified mail are:

a. Notification to obligated reservists of failure to
conpl ete required training.

b. Proof of delivery or an attenpt to deliver |ega
docunent s.
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c. Letters of transmittal and orders to extended active duty
to Reserve personnel

d. Material required to be sent as certified mail by | aw,
DoD instruction, Federal directives, or USMC directive.

3003. EXCLUSIONS. Commands desiring to use registered or
certified mail for requirenments not contained in paragraphs

3001 and 3002, above, will request approval fromthe
installation commander/postal officer or district postal officer.

3004. | NSURED NMAI L

1. Only those materials required by |aw, Federal directives
DoD I nstructions, or Marine Corps directives should be sent by
insured mail and shoul d neet guidelines in paragraph 3004.2
bel ow.

2. Nunbered-insured service provides a nethod to obtain
evidence of mailing and a record of delivery for third- and

fourth-class official mail. No record of mailing is maintained
at the office of mailing, and insured mail is treated intransit
as ordinary mail. Insured mail is to be used when an

establ i shed requirenment for evidence of mailing and a record of
delivery exists for Marine Corps supply itens not having a
required delivery date (RDD). Since the U S. Government is
self-insured, insurance fees to be charged under the official
mai | program are the | east expensive fees required. This will
insure the mail for "safe delivery" only.

3005. RETURN RECEI PT

1. Avreturn receipt (PS Form 3811) provides the mailer with
evidence of delivery. Return receipts may be obtained for
nunber ed-i nsured, registered, and certified mail, but require
addi tional postage fees. A return receipt is authorized for
use when proof of delivery of official mail sent to

nongover nment addresses is required.

2. Wen proof of delivery of official mail sent to another
governnent agency is required, an OPNAV Form 5511/10 (Record of
Recei pt) or DD Form 1087 (Transit Tinme Data) is to be used.
These forns are placed inside the itembeing mailed and provide
instructions to the addressee on conpleting and returning the
formto the sender.

3. Staff judge advocates and provost narshal s have been given
the authority to determ ne when the use of return receipts are
required for |egal docunments, in accordance with current
directives.

3006. RESTRICTED DELIVERY. Restricted delivery pernmits the
mailer to direct delivery to the addressee or to an agent only.
It may be obtained only for insured, registered, or certified
mai |l .

3007. CERTIFICATE OF MAILING A Certificate of Miling (PS Form
3817), may be requested when proof of nmailing is required, but
proof of delivery is not necessary. It is to be used instead of
nunbered-i nsured, registered, or certified nmail when only proof

of mailing is required

3008. SPECI AL HANDLI NG AND SPECI AL DELI VERY. These services
are not authorized for Marine Corps use unless witten

aut hori zati on has been granted by the Conmandant of the Marine
Cor ps (Code MHP-50).
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CHAPTER 4
POSTAL COST MANAGEMENT

4000. GENERAL. It is Departnent of Defense policy that

mai |l i ng costs be kept to the ninimm necessary to conduct
essential governnent business. |In recent years, postage costs
for the Marine Corps have risen dramatically.

1. Policy. In an effort to reduce postage costs, and to
conformw th current DoD policy, Marine Corps activities shall
ensure that their official mail practices conformw th the
foll owi ng guidelines:

a. Use standard, letter-size envel opes whenever possible.
Large envel opes shall be used only when material may be damaged
by fol ding.

b. Use presorted or bulk mail discounts, when eligible and
econom cal ly feasible.

c. Ensure that personnel who originate or prepare material
for mailing are adequately trained.

d. Periodically nonitor mail practices to ensure that nmil
is sent by the npbst econom cal means.

e. Periodically reviewrecurring mailings for
essentially.

f. Reviewnmmilings to ensure they are not subject to
surcharge or are unmailable. The USPS | evies surcharges on
Iightweight (less than 1 ounce), nonstandard size letter mail.
In addition, the USPS prohibits the mailing of envel opes that do
not neet the mninmum size, thickness, and | ength-to-height
standards. Paragraph 4002 refers.

g. Reduce the frequency and vol unme of nailings.
h. Update mailing lists.

i. Consider microformalternatives for mailing
publ i cati ons.

j. Require adequate printing leadtine to pernmt econonical
mai | servi ce.

k. Reduce publication weight, as practicable, by printing
on both sides of the paper, selecting the |ightest weight
paper, and using all available printing space.

|. Ensure that contracts for printing and distribution
contain DoD conponent specifications for using the nost
econom cal mailing services consistent with the priority of the
case.

m Consider alternatives to automatic data processing hard
copy mailings, such as electronic transfer.

n. Pronpte conputer formats that make maxi num use of
avail abl e print space to reduce the weight of nmailings.

0. Inplenment and maintain positive official mail
accountability systens (i.e., postage neters, pernit nailings,
and conputerized postage) as the basis for reinbursing the USPS
for official mail costs, whenever feasible, rather than relying
on sanpling techniques.
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2. Procedures

a. Letter Mail. Al unclassified official correspondence
wei ghing 12 ounces or less will be sent as first-class mail.
Uncl assified official correspondence wei ghing nore than 12
ounces, consolidated mailings, direct pouches, or Joint Uniform
Mlitary Pay System (JUWPS) pouches will be sent as priority mail.

b. Cdassified Mail. Cassified material shall be prepared
and transmtted as prescribed in DoD 5200.1-R

c. Substance Abuse Mailings. Urinalysis sanples shall be
prepared and transnitted as prescribed in Marine Corps
directives in the 5300 series.

d. Publications and Bl ank Fornms. All bulk distribution of
publications (i.e., directives, instructions, regul ations, and
manual s) will be sent at the special fourth-class book rate if
they qualify, or as third- or fourth-class mail. Blank forms
shall be sent as third or fourth-class mail. Exceptions to
this are as foll ows:

(1) Communication systens publications or material
that is classified, accountable, or critical to safety may be
sent as first-class or priority mail.

(2) Bulk distribution of inmediate-action publications
and directives, publications in mcrofiche form or
publications and bl ank forms supplied in response to energency
requi sitions may be sent as first-class or priority mail. 1In
such cases, other publications and bl ank fornms may not be
included as fillers.

(3) Publications sent to activities having an Hawai i
address will be sent as first-class mail.

e. Periodicals. Wen eligible, periodicals not qualifying
for the special fourth-class rate nailed directly to
i ndividual s or organizations will be sent at the controlled
circulation or third-class bulk rate. Wen ineligible for
these rates, periodicals shall be sent as third or fourth-class
mai | .

f. Logistic Parcels. Wen the USPS can satisfactorily
nmeet DoD requirements for mailings within the United States at
the | owest overall cost, the following will apply:

(1) Priority or first-class mail will be used for Not
M ssion Capabl e Supply (NMCS) requirenents and expeditious
handling of critically needed itens and "999" procedures.

(2) Priority or first-class mail will also be used
for Uniform Material Mvenment and Issue Priority System
(UM PS) priority designators 01-08 shipnents that are
consigned to a location nore than 300 miles fromthe shipper.

(3) All UMW PS priority designator 01-08 shipments
consigned to a location 300 nles or less will be sent as third
or fourth-class mail. Al UW PS priority designators 09-15
shiprments will be sent third or fourth-class mail or held for
consol idation as freight, whichever is |ess costly.

4001. COST MANAGEMENT MEASURES

1. Consolidated Correspondence

a. Commanding officers shall establish and maintain a
conmand mai |l center for the purpose of nonitoring the Oficial
Mai | Program and to ensure that official nailings are
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consolidated to reduce costs. Routine correspondence or
docurents intended for entry into the USPS system and desti ned
for Marine Corps activities, will be delivered to the comuand
mai |l center for consolidation prior to nmailing.

b. The conmmand mail center will determnm ne which
correspondence and docunents are to enter the USPS system and
which are to be sent by guard nail. In no case should

docunents destined for organi zations or units aboard the
originating base, or served by the originator’s conmand courier
service, be entered into the USPS system

c. Routine correspondence or docunents destined for a
single location will be consolidated by the command mai
center, addressed to the commuandi ng general /commandi ng of fi cer
of that activity, and forwarded under a single cover regardless
of weight. The endorsenent "CONTAI NS CONSOLI DATED
CORRESPONDENCE", in bold letters, will be placed in the | ower
| eft quadrant of the address side of the container.

d. Command nmil centers receiving nail endorsed "CONTAI NS
CONSOLI DATED CORRESPONDENCE" are authorized to open this nail
and rmake appropriate distribution.

e. Qard mail or command courier service will be utilized
to the maxi num extent possible for the delivery of itens
destined for activities located within the originator’s
geogr aphi cal | ocation.

f. The smallest possible envel ope suitable for a single
mailing will be utilized in all cases. The USPS restrictions
with regard to nonstandard envel opes are outlined in paragraph
4002. 2, below, and nmust be strictly followed to avoid
unnecessary surcharges

2. Direct Pouch Service

a. Direct pouch service provides a nmeans in which
activities sending large volunes of mail to a single address
may place unnmetered mail into pouches, and sinply weigh and
meter the pouch itself. This reduces postal costs since

(1) First-class postal rates are cheaper (per pound)
as the wei ght increases.

(2) Tinme is saved by the activity since each
envel ope/ parcel does not require netering.

b. Direct pouch service may be used only for first-class
mai | that does not require special services. Direct pouch
service is suitable for nailings of at |east one-third of a
pouch. Second-, third-, or fourth-class mail will not be
included as "filler material" in the direct pouch since the
pouches are di spatched as priority/first-class mail.

c. Postal regulations require those activities desiring
direct pouching service to purchase their own pouches. USPS
pouches cannot be used for this purpose. The DoD, through the
Mlitary Postal Service Agency (MPSA), is in the process of
procuring direct pouches. Once acquired, these pouches wll be
distributed to activities qualifying for this service, along
with guidelines for their proper use.

3. Presort Program Significant savings nay be realized
through the use of the USPS presort program Activities that
are engaged in nmonthly mailings of over one hundred thousand
pi eces of first-class mail are directed to contact their USPS
custoner service representative for specific information
concerning this program

4001
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4002. MAIL SIZE STANDARDS. The USPS has established mi ni mum
and nmaxi mum si ze standards which are designed to control costs
by increasing the volume of mail which can be nechanically
processed.

1. Nonmmilable. Small, flinsy pieces of nail, which cause
di sruptions in automated processing, are no | onger accepted by
the USPS. All nmail that is one-fourth of an inch or less in
t hi ckness nust be:
a. No less than 3.5 inches high and 5 i nches | ong.
b. Rectangul ar in shape.

2. Nonstandard. Nonstandard mail weighing 1 ounce or |ess

(first- and third-class only) will be assessed a surcharge by
the USPS. Mail is considered nonstandard if the follow ng
appl i es:

a. |Its length exceeds 11 1/2 inches, or

b. Its height exceeds 6 1/8 inches, or
c. Its thickness exceeds 1/4 inch, or

d. Its aspect ratio (length divided by height) does not
fall between 1 to 1.3 and 1 to 2.5 inclusive.

3. Muximum Weight Limts. No mail able parcel may weigh nore
than 70 pounds. The civilian/mlitary post office can provide
informati on on other weight limtations that apply for articles
sent to certain APQ FPO addresses

4. Maximum Size Limts. The conbined length and girth of a
pi ece may not exceed 108 inches. To conpute the size of a
parcel :

a. Measure the |ongest side.

b. Measure distance around the parcel at its thickest part
(girth).

c. Add both neasurenents
The civilian/military post office can provide information on

other size limtations that apply for articles sent to certain
APQ FPO addr esses.

4-6
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CHAPTER 5
PCSI TI VE ACCOUNTABI LI TY PROGRAM

5000. GENERAL. The Marine Corps Official Mail Programis
based upon the maxi mum possi bl e use of positive accountability
for postal expenditures. Positive accountability is being

achi eved by converting official mail fromthe current "Postage
and Fees Paid" indicia (RPWsanpling systen) to a system using
postage neters, permt mailings, contract mailings and, in the
future, official mail stanps (if approved). As the positive
accountability programis advanced throughout the Marine

Cor ps, usage of standard letter envel opes, oversized envel opes,
cards, and | abels bearing the official "Postage and Fees Paid,
Departnent of the Navy, DoD 317" indicia will subside. The

| ocal USPS customer service representative can provide
information on preparing nmail for a particular class or service
(e.g., first-class permt, first-class presort, third-class bul k
rate) by providing nailers with a variety of USPS prepared
panphl ets on particul ar classes or categories of mail.

5001. POSTAGE METERI NG PROGRAM

1. GCeneral. The first phase of the positive accountability
program the installation of postage meters in 37 nmajor Marine
Corps conmands, was effected on 1 January 1983. Once the

post age nmetering equipnent is installed, all Marine Corps
official mail (DoD 317) fromthese locations will be accounted
for using sone formof positive accountability. Use of indicia
envel opes, labels, and cards will no | onger be authorized at
these | ocati ons.

2. Postage Meter License. Each Marine Corps activity
converting to postage netering nust have a |license for each
postage nmeter in use. The Conmandant of the Marine Corps (Code
MHP-50) will apply for these licenses by submitting PS Form 3601-A
(Application for a Postage Meter License) for each postage
meter. The USPS Gover nment Revenue and Exami nation Branch will
approve each license, and will send a copy of the license to
the post office authorized to set the neter. A copy of each
license will also be provided the installation postal officer
for filing. A postage neter |icense does not have to be
renewed and remains in effect until cancel ed.

3. Postage Meter Settings

a. The postage neter will be set only by USPS personnel at
the serving post office. The anbunt of postage set into each
nmeter should be sufficient to allow for daily operation for a
period up to 2 nmonths. Meters should be reset when the
descendi ng regi ster bal ance becones $50 or |less. Paynent for
postage is not required at the tinme the neters are set since
the Marine Corps will be billed quarterly by the USPS for all
postage set into neters.

b. Wen the neter is set, the USPS representative prepares
a PS Form 3603 (Receipt for Postage Meter Settings) in
triplicate. The USPS keeps two copies of the form and the
Marine Corps representative is given the original to file.
This form shows the neter and |icense nunbers, identifies the
installation and unit using the neter, and reflects the
ascendi ng and descendi ng regi ster readings on the neter before
and after the nmeter is set. The USPS representative and
the Marine Corps representative nust verify these entries.

c. The USPS requires that all postage neters be exam ned
by a USPS representative at |east every 6 nonths. This may
be done when postage is set into the meter, or will require a
sem annual inspection if additional postage is not set into the
meter during the 6-nonth period.
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d. Daily Record of Meter Register Readings (PS Form 3602-A).
This booklet is initiated for each postage neter by the USPS
enpl oyee that checks the meter into service. The date, ascending
and descendi ng register readings along with their total, are
entered on the first line after the meter is set and seal ed for
the first tine. At the end of each business day, the neter

operator will record the ascending and descending registers in
colums (A) and (B), respectively, along with their total in
colum (C. |If the daily total does not agree with the entry

recorded at the last setting by the post office, the neter
shoul d be taken to the post office for exam nation. Each tine
addi tional postage is purchased the bookl et shall be presented.
The USPS enpl oyee will verify that the total of the register
readi ngs agrees with the last entry in colum (C) prior to
setting additional postage. After setting the nmeter, the USPS
enpl oyee shall enter on the next blank |ine the ascending,
descending and total register readings, along with the date and
initials. Wen conpleted, this booklet should be retained on
file for at least 1 year fromdate of final entry.

e. Postage Expenditure Report (NAVMC 11125). Each
Marine Corps activity netering official mail or using permt
inmprint mailings nust submt a NAVMC Form 11125 to the
Commandant of the Marine Corps (Code MHP-50) on a quarterly basis,
to arrive by the 10th of the following month. This formwll
enable HOMC to verify postage charges by USPS and to devel op
hi storical usage data for each individual activity for
budgeting purposes. Figure 5-1 is a sanple of the NAVMC 11125
form Report synmbol MC-5110-02 has been assigned to this report.

f. At overseas locations, to command’'s postal officer (MOS
0160) is a representative of the USPS. The postal officer wll
be responsible for setting official mail postage neters, and
will conplete and forward all USPS docunentation to:

Gover nment Revenue and Exam nati on Branch
Fi nance Depart ment

U S. Postal Service

Washington, D.C. 20260

5002. SPA LED POSTAGE METER TAPES/ STAMPS

1. Section 147.25 of the DWM provides procedures to receive
credit for spoiled nmeter tapes/stanps. Anytime incorrect
postage is applied to a letter/parcel, or iIf the tape is
spoiled prior to being placed on a parcel, credit for that
unused postage should be received. The follow ng procedures
will be foll owed:

a. pntain a PS Form 3533 (Application for Voucher for
Ref und of Postage and Fees), fromthe | ocal USPS representative
and conpl ete the appropriate information.

b. Attach to that voucher all unused neter stanps and
tapes, ensuring that:

(1) Stanps are conplete and | egible.

(2) Stanps/tapes are on a portion of the envel opes or
wr apper bearing the name and address of the addressee (attach
the entire envelope, if possible).

(3) Tapes whi ch have not been stuck to w appers or
envel opes are subnmitted separately (i.e., not affixed).

c. The USPS representative will conplete the PS Form 3553,
and return a copy to the USMC agent. Cash or checks will not
be accepted fromthe USPS representative for the refund. Credit
will be applied by the USPS to the ensuring USMC postal bill.

5-4
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3. After conversion, indiciaitens will be limted to:

a. Units subject to deploynent outside of the United
St at es.

b. Activities whose volune of mailings do not justify the
procurenent of metering equi pnent.

c. Activities whose mailings do not qualify to be mailed
under permt.

5007. PERM T | MPRI NT NAI LI NG

1. Permit inprint mailing provides an accountabl e nmeans to pay
postage on large volune nailings of identical size, weight, and
class itens. Permit inprint mailings do not require netering.
Each activity generating recurring, |arge-volune mailings can
use permit inprint mailings. Permt nunbers have been issued
to the Marine Corps for official permt inprint mail, and they
are aut horized for use by all Marine Corps activities for
permit mail, excluding business reply nmail and express nail .
However, approval for use of these permts must first be

obt ai ned fromthe Commandant of the Marine Corps (Code MHP-50)
followi ng the procedures outlined in subparagraph 5007. 10,

bel ow.

2. The permt inprint may be nmade by a printing press,

handst anp, |ithography, m nmeograph, nultigraph, addressograph,
or simlar device. It may not be typewitten or hand drawn.
Fi gure 5-2 provides exanples of permt inprints, and section
145 of the DWM appli es.

3. Al fees and postage costs for permt inprint nailings are
paid by the Conmandant of the Marine Corps (Code MHP-50).

4. A PS Form 3602 (Statement of Mailing Wth Pernmit Inprint)
is conpleted by each activity and is presented to the serving
USPS post office with each pernmit inprint mailing. This mail
cannot be deposited in drop boxes. The form should be prepared
in duplicate, with the duplicate copy filed by the activity.
Data on permt nailings nust be entered in the proper block of
the Postage Expenditure Report (paragraph 5001. 3e refers).

5. First-class permit inprint may be used for first-class
mai | i ngs of 200 pieces or nore of identical size and weight.
Permt number "G 63" will be used.

6. Presorted first-class pernit may be used on mailings of 500
or nore identical pieces (weight limt is 12 ounces or |ess),
presorted by ZI P Code according to USPS requirenents. Permt
nunber "G 63" will be used.

7. Third-class bulk rate pernit may be used on mailings of 200
pi eces or 50 pounds of identical third-class mail. Permt
nunber "G 63" will be used.

8. Fourth-class permt nay be used on mailings of 250 pieces

of identical matter, weighing 1 pound or nore. |t may al so be
used for qualified mailings at the special fourth-class rate
for books and films. Permt nunber "G 63" will be used.

9. Fourth-class zone bulk rate pernmit nmay be used on mailings

of 300 or nore pieces of fourth-class mail, of identical

wei ght, sorted by zone. Permt nunber "G 63" will be used.

10. Requests for permt inprint mail authorization will be
forwarded to the Commandant of the Marine Corps (Code MHP-50) for
processing. The request will be made by letter, menorandum or
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on a PS Form 3601 (Application to Mail Wthout Affixing Postage
Stanps). A separate application is required for each class of
permt mailing that will be nade. The request should include:
a. Material being mailed under pernmit.

b. Amount of nmail being sent under each mailing (nunber or
wei ght).

c. Nunber of mailings anticipated during a cal endar year.

5008. MARINE CORPS ACTIVITIES METERI NG MAI L

1. Marine Corps Logistics Base, Barstow, CA
2. Marine Corps Air Station, Beaufort, SC

3. Marine Corps Muntain Warfare Trai ni ng Cormand, Bridgeport,
CA

Mari ne Corps Base, Canp Lejeune, NC

2d FSSG, Canp Lejeune, NC

Mari ne Corps Base, Canp Pendl eton, CA

1st FSSG, Canp Pendl eton, CA

Marine Corps Air Station, Cherry Point, NC

© ® N o g »

8th Marine Corps District, New Ol eans, LA

10. Marine Corps Air Station, EL Toro, CA

11. Marine Corps Air Station (H), Tustin, CA

12. Marine Corps Air Station, Yuma, AZ

13. 1st Marine Corps District, Garden City, NY

14. 4th Marine Aircraft Wng, New Ol eans, LA

15. 4th Marine Division, New Oleans, LA

16. 4th Marine Corps District, Philadel phia, PA

17. 4th FSSG Atlanta, GA

18. Headquarters, U.S. Marine Corps, Washington, DC
19. Marine Corps Finance Center, Kansas Cty, MO
20. Marine Corps Reserve Support Center, Overland Park, KS

21. Marine Corps Devel openment and Educati on Command, Quanti co,
VA

22. Marine Corps Institute, Washington, DC

23. Marine Corps Logistics Base, Al bany, GA

24. Marine Corps Air Station, New River, NC

25. 9th Marine Corps District, Shawnee M ssion, KS



26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

5008 THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

FMFLANT, Norfol k, VA

Mari ne Corps Recruit Depot, Parris Island, SC
Marine Corps Recruit Depot, San Diego, CA
6th Marine Corps District, Atlanta, GA

Mari ne Corps Air Ground Conbat Center, Twentyni ne Pal ns,
CA

12th Marine Corps District, San Francisco, CA

Mari ne Barracks, 8th and | Sts., Wshington, DC

Mari ne Corps Historical Division, Washi ngton, DC

Mari ne Corps Base, Canp Butler, JA (commenci ng FY-84)
Mari ne Corps Base, Canp Smith, H

1st Marine Brigade, H

Mari ne Corps Air Station, Iwakuni, JA (comenci ng FY-84)
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FIRST-CLASS MAIL
POSTAGE & FEES PAID
UsMC
PERMIT NO. G-63

First-Class Mail

THIRD-CLASS MAIL
POSTAGE & FEES PAID
USMC
PERMIT NO. G-63

Third-Class Mail
(single piece rate)

BULK RATE
POSTAGE & FEES PAID
USMC
PERMIT NO. G-63

Third-Class Mail
(bulk rate)

FOURTH-CLASS MAIL
POSTAGE & FEES PAID
UsmC
PERMIT NO. G-63

Fourth-Class Mail

SPECIAL FOURTH-CLASS RATE
POSTAGE & FEES PAID
USMC
PERMIT NO. G-63

Special Fourth-Class Rate Mail

Permit imprints must be prepared in one of the forms shown (include the
solid line rectangle). The addition of other matter is not permitted.

Figure 5-2.--Sample of Formats for Permit Imprints.
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CHAPTER 6
COVMANDI NG RESPONSI BI LI TI ES

6000. GENERAL. Conmanding officers are to ensure that the

gui delines contained in this Manual, as well as other postal
directives, are inplenmented by subordi nate personnel. |n order
to provide for an effective official mail program the overall
mlitary mail system for each command nust maintain and conply
with all current postal directives.

6001. RECEIPT AND DELIVERY OF OFFI CI AL MAI L

1. Al official mail will be processed in accordance with DOD

4525.6-M Vol ume 11, chapter 3, pars. Kand L. It will be
delivered only to personnel authorized in witing to receipt for
official mail, or authorized on a DD Form 285. It wll be opened

only by personnel authorized in witing to do so. Al nmail
addressed to the "Conmanding O ficer" or the "Comandi ng
Oficer of " is considered official mail.

2. Wen delivering accountable official mail (i.e., registered,
certified, or insured) to other personnel, the mail orderly
will relist all such mail for the command on a DD Form 434 or
PS Form 3850. Positive identification and a signature on the
formwll be required before delivery is nade. The unit postal
of ficer must verify all accountable official mail deliveries on
a daily basis by initialing the DD Form 434 or PS Form 3850.

No accountable official mail will be left overnight in the unit
mai | room but will be returned to the serving post office if not
del i vered.

6002. MAI LROOM OPERATI ONS

1. Al mail orderlies/clerks, will be designated on a DD Form
285. Two DD Forms 285 will be conpleted for each individual
designated. One DD Form 285 will be maintained by the

i ndividual, while the other is kept on file at the serving post
office or unit mailroomwhere nmail is picked up. The issuing
authority will maintain a Unit Mail Clerk/Miil Oderly

Appoi ntment Log (DD Form 2260), upon which all nmmil orderlies
will be listed in order of appointnent. A nunerical form of
accountability for each issued DD Form 285 will be used in the
log. Upon the termination of services of a mail orderly, the
date of revocation will be entered on the |og, and the DD Form
285 will be destroyed by the issuing authority. The unit postal
officer is responsible for the issuance, revocati on and
accountability of all DD Form 285, and for overseeing the proper
mai nt enance of the DD Form 2260. The Unit Mail C erk/ Mil

Orderly Appointrment Log will be maintained for 2 years after the
date of last revocation entry thereon. Chapter 3, paragraph F2,
of DOD 4525.6-M Volune |1, refers.

2. The unit mailroomis responsible for maintaining the unit
directory file in accordance with chapter 5 of DOD 4525.6-M
Volune |1, and section 522 of OPNAVINST 5112.6. Directory
cards will be maintained for 1 year after date of detachnent for
al | permanently assigned personnel, and for 3 nonths for all
personnel assigned in either a TDY/ TAD or student status for 6
mont hs or less. Information to conplete the NAVMC 10572 form
is to be provided by the individual during checking in/checking
out procedures. Forwarding address and mail disposition
information, along with a signature, is to be obtained fromthe
i ndi vi dual whenever possible. The unit diary is to be used to
gain file card information only as a last resort. The unit
diary number will be entered on the NAVMC 10572 when this
situation occurs. Copies of unit diaries will be retained in
the mail room for six nonths.
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6003. MAIL HANDLI NG | NSTRUCTI ONS

1. Al Marine Corps commands operating unit mailroons are
responsi ble for promulgating nmail handling instructions. In
addition to the information required by DOD 4525.6-M Vol unme
I'l, chapter 3, paragraph &a, the command mail handling
instructions will include:

a. The correct and conplete nmiling address to be used by
personnel attached to the conmand.

b. The location and hours of operation of the post office
servicing the activity.

c. The location and hours of operation of the nailroom

d. The location and hours of collection fromreceptacles
provi ded for posting outgoing mail.

e. The tinme and nethod of distributing incom ng nail

f. Instructions relative to customregul ati ons, where
appl i cabl e.

g. Instructions for the use of OPNAV Form 5110/5 (Notice
of Change of Address cards).

h. Information concerning nonneilable itens.

i. Information regarding the command' s official mail cost
managemnment program to include consolidated nail procedures.

j. Any additional postal infornmation deenmed appropriated
by the pronul gating authority.

2. The mail handling instructions will be posted in an area
accessible to all patrons served.

3. The mail handling instructions will also include procedures
for personnel departing on |eave to provide nmail disposition
instructions to the mailroom Instructions to hold of forward
(with address) personal nail, |eave dates, and the individual’s
signature will be retained by the mailroomduring | eave
periods. This informati on may be di sposed of upon the
individual’s return froml eave.
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